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Initial Handling of Incoming Film at NPIC

If a mission to cessed 1s of the KH type and the mission
2& _SpmpLE 1O _ ~
breakdown cableYarrives & east two hours prior to the film, much of

the paper work can be done in advance and therefore speed up the entire

operation by as ﬁuch as an hour. This Paper work includes‘allotting
the proper number of film control numbers on the mission data sheets,
preparing the mission film record, preparlng the gummed labels with the
film control number, and partially preparing the charge out slips and
control cards for the film to be sent to PAG, TID and the Photo Lab,
Even though these steps are normally performed prior to the arrival of
the fllm, they are included here in order to show the reader what the
procedure would be if ;he cable did not arrive in time,

When the film arrives at NPIC, it is unpacked, checked, NPIC copies

removed and sent to the film library, and the remalning copies distributed .

to other 1ntelligence agencies in the D, C. area‘ This work is performed
by the Liaison Staff on the small missions and by the Liaison Staff and
any available film library personnel on the large missions,

| When the NPIC copies arrive in the film library, eachvcan of film

is removed from its shipping container, checked against the manifest, and

logged in on a mission data sheet (Sample 1) on which 20 consecutive f11m '

control numbers have been previously stamped. As each can of Copy 1 is
logged in, gummed labels are stamped with the appropriate film control

number and attached to the reel and to the 1lid of the can,- The remaining
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copies of the mission do not have to be logged in on the mission data

sheets but must:be checked against the manifest and have the gummed

labels attached.

As soon as the first mission data sheet is complete, it is passed

on to the film accessions specialist who uses it as g gulde in preparing

the mission film record (Sample 2), The original mission data record is

then placed in a binder and is used by film library personnei as reference
material. As soon as the mission film record is complete, it is sent to

one of the film control clerks who will prepare the master control cards

for the film control file,
When the film control eclerk is'finished withithe mission film record,
she sends it to the film library clerks who will determine the film control

numbers for the film that is to be sent to PAG, TID and PSD. Once the

film coﬂtrol numbers have been determined, the mission film record is sent

to the secretary who will prepare Xerox copies for distribution to each

~
division within NPIC. ' . . e

Once the film control clerks have senr the mission’film record on its
way, they select out the necessary film and send it to the approériate
cemponenég;.,

The IPD copy of the mission film record, when received, is ueed as.a"
guide by the keypunch operators in preparing the new additions to be put

in the mission number/control number cross reference file,

If the mission breakdown cable arrives in time to allow film library

personnel to do the required paper work, the time lapse from the receipt
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the film library personnel, the time required for each task, ang how

many of the tasks are performed concurrently,

The times indicated on the following pPages are for KH-4 missions, -

The time required to perform the same task on a KH~-7 mission ig about

half of that required on a Ki-4 mission.
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Items of Special Interest

Less than one per cent of all requests are rejected because

they are invalid. An invalid request is one where the requester 

'_ has asked for a non-existent mission or control number.

_Approximately ten per cent of all'requeéts are rejected

because the film requested is currently out on loag. The requester

may require that film Library wmersonnel fecail the film for him if
he has a high priority job to do.

At the present time there are two teletypes ih the film librafj” v
that are connected to two-other teletypes in IAD and PAG., These

units were installed to permit the two divisions to submit their

. requests for film directly to the film library. The teletype in~IAD

is used occasionally and accounts for approximately 11 per cent of

. all requests handled by the film library. The teletype in PAG is not +¢

‘used at all because many of the PI's are not féﬁiliar with the opera-

tion of a teletype and since the message must be in a specified format,
they would rather submit their requests by phone, - (NOTE: IAD has oné
person‘assigned as a teletype operator;.PAG does nét.) ‘

The figurés shown below indicate thejnumber,qf requests received ‘ .ﬁ
and the number of cans of film charged out-during the period April =

September 1965,
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‘ Month . Requests Cans of Film . s
l April 3380 16,143 ‘ L
i May 3415 12,556 . - . E
| June : 3652 . 17,158 , P
" July . 4452 . 14,089 : e

August 4689 13,704 : S

September - 2822 15,000 : Lo

The figures average out to 3735 requests per month for 14,775

cans of film., The requests are broken down as follows:

Percent of Total Nol of Requests _ Source Cans of Film:
11 . 420 IAD Teletype 1,625 . ‘

8 330 ' First Floor Request _ !

. (Direct) 1,182 . ;

81 - 2985 - Call to First Floor . v

: (intercom, p-}am:,?m"’“ b

etc.) 11,967 '

component' requests, and the per cent of the total cang charged out

. each component receives., (Thesc figures are baseqjon a six-month _ - ) . 1,
period.) | ' - 4
Lomponent % of all Requests ¢ of Total Cans Charpged Out . a“
. [
CSD 5.0 0.2 b
DIA 12,0 11.0 £
IAD 17.0 20.0 e
PD 0.05 0.01 r‘
PAG © 30,0 28.0 ft:
PSD . - 17.0 15.0 y
TID 5.0 12,0 3
EXTERNAL 8.0 9.0 A
- éi'
i
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G | ' Lo}
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Out of the 14,775 cans of film loaned out per month, approxi-
mately>80 per cent (11,820) are returned to the library via the
third floor film library. The remaining 20 per cent is returned
directly to the film library. |

On Kli=4 missions, NPIC initially ‘receives six duplicate copies
of the film (5 DP's and 1 DN). Three of the DP's are sent to PAG
and two are sent to TID. The DN is sent to the NPIC Photo Lab where
it will be used to make enlargements for the PI's and also for the
briefing boards. (The procedure is the same as KH~7 missions except
that we receive 4 DP's and 1 DN. The distribution is the same excépﬁ
that TID gets one copy instead of two.)

Prior to the actual receipt of the film at NPIC, PAG will determine
from the Mission Correlation Data listings what film they will need
for the OAK readout and will send a list down to the film librar& so
that when the film does arrive the desired reels Gan be selected out
immediately and sent to theﬁ. This selected filp is part of the ‘three
copies that PAG normally receives. That portion of the three copies
that is not used for the OAK is sent to the film library outpost in
- PAG and is joined by the selected film when the OAK réadout'is fingshed}
These three copies of the mission remain in the outpost for the Pi‘s to .
charge out wpile working on the MI, MS, and OB report. Once these
~ reports are dompleted,fthe film is sent bapk to the film libary on the

‘

first floor.
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General Information on Charge Out and Return of Film

The requester submits his request to the third floor Film
Library Clerk or to the Library AsSisgant who éuthenticateg the
request and sendg it ﬁo the ControlACIerk.f.The Control Clerk
pulls the gaster Control Card (;;é:;a) prepares a charge out

<t oo
slip (;;g;;és if necessary, and sends both to the first floor
Film LiB:ary Clerk. (The message itself serves as a charge out
slip on teletype request. See ;:;:ﬂéf) -The first floor Film
Library Clerk pulls the film, completes the Master Control Card,
fills out the charge out slip, and sends the film to the third
floor Film Library Clerk or delivers it if the request originate&
on the first floor. The Master Control Card is sent back to the e

' (s shmpes 4),
~ Control Clerk who prepares the film control cards«” The Master
Control Card is returned to the Film Control File and each of
the Film Control Cards are‘plgced in suspense files,
When the film is returned, it is sent to the First Floor Film
‘Library Clerk who checks the film, returns it to file, and gives
the Film Control Number to the Control Clerk. The Control Clerk
pulls the Control Cards from the suspense files and completes the

cycle by indicating on the Master Contfol Card that the film has

been returned.

ng'"n g:m&gi
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First Floor Request

I. The Customer submits request to Library Assistant,
II. The Library Assistant checks the‘request for validity by éhecking
it égainst various reference material. f the film does not exist,
the requester is advised. If the film does exist, the mission and
camera are checked against the Mission/Control Number Cross Reference
File in order to learn the film control number of the requested can
éf film. Once the Library Assistant obtains the film control number,
he writes it down and hands it to the Film Control Clerk.
IITI. The Film C§ntrol Clerk pulis the master coﬁtrol card from.the Master
Control File. If the film is currently on loan, the requester is
advised. (If the requester has a higher priority on the requestea
film, the requester may require that the Library Assistant call the
person possessing the-film and have him return the film to the libréry.)‘_
"If the film is available, fhe Film Control Clerk sends the master con-
‘ trol card and the control number of the requested film t; the Film
Library Clerk. N
IV. The Film Library Clerk locates and pulls the film and returns to the
charge out counter, ‘There he fills out the master ¢ontrol card with
the following information: copy number, type of film, borrower's name,
division, branch, and date of charge out. The Fiim Library Clerk then
_ has the requester initial the master control card to certify that he

has received the film. The requester is then given the film for which

o,

e
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he has just signed. The paper containing the film control number is

destroyed and the master control card is returned to the Film Control

Clerk.

The Lllm Control Clerk prepares tw° f11m control cards from the 1nfor-

mation contained on the master control card (film control number, mission
number, type code, copy" number, borrower & name, division, and date of
oharge'out). The Film Control Clerk then returns the master control card
to its original file. He then flles one of the film control cards in a
charge out f11e that is in name sequence and the other film control card

PATE
in a charge out file that is in control number/sequence.
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I. The'réquester submits his request (by Control Number) to the Third
Floor Film Library Clerk/oa, CRLLS HISs REWUEST DawM T 7
Friem LTBRARY, :
II.

] K — ey M 2 9 I3
Wm‘;u AT TUS U T IS requesty M—the

IF THE RERuEST T SuBmITIZD To Hum,
”A/4the Third Floor Film Library Clerk calls

the Control Number down to the first floor to the Film Control Clerk.

"III. The Film Control Clerk receives the 'Control Number freowsstrsagrity
#®®: and pulls the Master Control Card from the Film Library Controi
File. If the film is currently on loan and the requester has a high
priority job to do, he may have the Film Library personnel recall the
film so>that he may use it. IIf the film is available, the Film Control

Clerk sends the Master Control Card to the First Floor Film Library Clerk,

| IV, The First Floor Film Library .Clerk locates and pulls the film. He then
fills out the Master Control Card with .the following'information: copy
number, type of film, borro_wer’s name, division, branch, ‘date of charge
out, and reference number from charge out slip'(in space provided for
requester's initials). The Firét Floor Film Library Clerk then fills out

the charge out slip (three copies) with the following information: requester's

name and Vdivision, film control number, copy number, and type of film. He

EG? 3E@P
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then sends the film and two copies of the charge out,glip to the Third
Floor Film Library. He then sends the Master Control Card and the third

cop} of the charge out slip.to the Film Control‘CIerk.

The Film Control Clerk files the Maeter Control Card in the Film Library

Control File and then prepares two Film Control Cards. One of the Film

Control Cards is placed in a charge out file that is in sequence by

borrower's name. The other Film Control Card is placed in a charge out
woTIHLY DATE .,

file that is in sequence by Control Number,y The third copy of the charge

out slip is then destroyed.

When the film arrives on the third floor, the requester is notified by
the Third Floor Film Library Clerk. When the requester arrives to pick
up the film, he must first sign the original copy of the charge out slip

to certify that he has received the film. The duplicate copy of the charge

out slip is given to the requester. The original copy of the charge out

- slip is then returned to the'firs; floor.

VII.

The Film Control Clerk receives the original charge out ‘slip and files it

for future reference.

"M grg faﬂ“T

Declassified in Part - Sanitized Copy Approved for Release  2012/09/14 . CIA-RDP79B00873A001800010076-2

i)

e




. e ' R

Declassified in Part - Sanitized Co'py Approved for Release 2012/09/14 : CIA-RDP79800§73A001800010076-2 R
N . v ) ) 4 p’/'lv ) !

lf“ﬂ‘? Q?ﬁ?r{ E/ﬁ.fn!,‘*'{;’ P/:?"') L

L/ gk gidd ia b

WLl

Teletype Request from IAD or PAG

I. The requester submits (via teletype) his request to the Film Library

giving the following information: .division, reference number, name of

e e e T L

requester, branch, extension, data, material desired, any type of film.

II. The Library Assistant receives the request and checks the validity of

the Control Number by checking it against the Mission Number/Control
Number Cross Reference Listing. If the Control Number is invaiid, the '
requester is advised and must resubmit his request. If the Control

Number is valid, the request is sent on to the Film Control Clerk, ‘

ITI. The Film Control Clerk receives the request containing the desired
Control Number and then pulls the Master Contfol Card from the Film
Library Control File. If the film is currently on loan and the requester
has a high priority job to do, he may havé the Film Library persoﬁnel
recall the film so that he méy use it. If the film is.available the
Film Coﬁtrol Clerk sends the Master Control Card and all three copies

of the teletype message to the Tirst Floor Film Library Clerk.

IV, The First Floor Film Library Clerk locates and pulls the film. He then
| fills out the Master Control Card with the following information: copy

number, type‘of film, borrower's name, division, branch, date of charge

out, and reference number from teletype message (in space provided for

requester's initials). He then sends the film and two copies of the

T
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Non—NPIC Request

Non-NPIC requests (DIA, AMS, CGS, and ACIC) are processed like
any ordinary first floor request except that here in the D. C. area,
the Master Control Cards are sent with the film. The borrower, when

he receives the film, is to sign the Master Control Card and mail

them Eack to NPIC. If the film is being sent outside of the D. C.
area, a manifest is prepared and is signed when the film is received.
The signed manifest, when returngd to NPIC, serves as a chérge out }
slip. |
These noanPIC reqﬁests'are quite time consuming because each
can of film must be wrapped and packed for shipment, the manifest

must be prepared, and transportation must be arranged.
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First Floor I'ilm Returns

The requester returns the filﬁ to the Film Library where it is
accepted by the iibrary Assistant., The Library Assistant checks
the film to make sure that each reel is in the proper can. 'fhe
Library Assistant then gives the film control number to the Film
Control Clerk énd the film to the Film Library Clerk.

The Film Library Clerk returns the film to its proper storage
place.

The Film g?ntrol Clerk pulls the Film Control Card from the Control
Number gfarge Out File and stamps the time and date (with date/time
clock). This, if the requester desires, serves as a recéipt for
returned film.‘ The Film Control Clerk then pulls the Film Control
Card from the name charge out file, stamps the dat; and time with the
date/time clock, and files the card away to be ﬁsed later'for
statistical purposes. The Film Control Clerk then pulls the Master

Control Card, manually enters the date and time returned, and then

returns the méster control card to the file.

26
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Film Returned to the Third Floor

I. The borrowef returns the film to the Third Floor Film Vault where it
is accepted by the Third Floor TFilm Libraxy Clerk. If the borrower
desires a receipt for returned film, he must furnish a receipt for the
Third Floor Film Library_Clerk to sign. (This receipt is usually the
duplicate copy of the charge out slip that the borrower received when

he originally obtained the film.) The Third Floor Film Library Clerk

then sends the film down to the first floor film library.

I1I. The First Floor Film Library Clerk receives the film from the third
floor, checks the film to make sure that each reel is in the proper
can, prepares a list of the control numbers of the returned film, and

returns the film to its proper storage plaee.

III. The Film Control Clerk receives the list of returned film, pulls and
destroys the appropriate charge out cards from the name sequence charge
out flle, pulls the charge out card from the control numbeg/gaarge out
file, and pulls the Master Control Card from the Film Library Control
File. He then recefds the date and time of return on both the Film
Control Card and the Master Contfol Card, returns the Master Control Card

to the Control File, and places the Film Control Card in the statistics

file.

29
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Files, References, and Reports

A. TFiles
l. Film Control File for Master Cohtrol Caras

This is a tub type card fiie arranged in Control Number
sequence located ih tﬁe Film Library. The file contains
one card for each Film Control Number assigned to film that
is now or has ever been available in the NPIC Film Library.
As of 1 October 1965 there were over 55,000 of these Control
Cards in this file with approximately 2000 more being added
each month. Each card is Preprinted and has space allotted
to record 11 traﬁéactions involving the film to which that
Control Number was assigned. A card may be replaced only
when all 11 transactions are complete. The old card, when
replaced, is retained indefinitely. These cards do not con-
tain ény information as to the number of copies of film
assigned to that Control Number because Film Library personnel
are quite familiar with‘each type of mission and know how many
copies they normally receive. The Library personnel when
checking the Master Control Cards to see if certain film is
available must remember the number of copies received and if
the Master Control Cards do not account for all of them, they
assume that all of the remaining copies are available for .

~

charge out,

10P SEGRET

Declassified in Part - Sanitized Copy Approved for Release 2012/09/14 : CIA-RDP79B00873A001800010076-2




Declassified in Part Sanltlzed Copy Approved for Release 2012/09/14 CIA-RDP79B00873A001800010076-2
- : i) qugki;i' - st I
. | wbmifud Pﬁ?’

2. Control Number/Date Charge Out File

This is a tub type card file arranged in Control Number/date
seqhence located in the Film Library. This file contains one
charge out card for each can of‘film currently out on loaﬁ
from thn‘film Library. Thié file normally contains about

| 5000 cards.-_Film Library personnel inspect the file periodi-
cally and from the information‘contained on the cards attempt
‘to recall that film not being used that has been charged out
unduly long. When filﬁ is returned directly‘to the first floor,
appropriatg cards are removed from tbis filg and plac%é in the
statistics file.

3.. Name Sequence Charge Out File
This is a tub type Eard file arranged in borréwer's name
sequence located'iﬁ the Film Library. This file contains one
card for each can-of film that is currentiy on loan from the
Library. This fileinormally contains about 5000 cards. This
filé is used by Film Library personnel to keep track of fhe
amount of film each person has charged out. When the requester
returns film to the first floor, this card is stamped with the
, ' date and time and now serves as a receipt for returned film. If

the film is returned to the third floor, this card is removed

and destroyed ﬁﬁen the Master Control Card is updated.

33
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4. Statistics File

This is a tub type card file not in any particular

sequence located in the Filfn Library. This file con-

tains the charge out cards that were removed from the
ConITRsL A vrmB&7e,

Rame sequence charge out file when the filivwas returned

to the Library. When approximately 30,000 of these
cardsvhave been accumulated, they along with the accumu-
lated use file are sent tq Operations Branch, Information
Processing Division for further processing. (See Accumu-

- lated Use File,)

5« Accumulated Use File

This is a card file arranged in Control Number sequence
iocated in the Filwm Library. This file contains one card
for each can of film that has been borrowed at 1east once,
Each card in this file contains a Film Control Number and
the total number of times that the film bearlng that Control
Number has been charged out since it was originally received
at NPIC. The file is sent to OPB/IPD when approximately

30,000 cancelled charge out cards have been accumulated.
When the carxds are received, they are machine merged with
the current Statistics File to provide usage-to-~date totals.
As each Film Control Number and its usage-to-date total is

prlnted it is also punched into a new card. When the

printing job is complete, a new Accumulated Use File will
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have been punched out. These cards are sent back to the
Film Library but are kept separate because they are used
as inpui when another 30,000 cards have been accumulated
Ry
. and the update cycle starts anew. All of the other cards
are stored 1ndefi§itely when they are returned to the
Library. The printed listings provide the Library with
film usage statistics.
B. References
1. Reference Material in PAG and IAD
The reference material normally found in PAG and IAD consist.
of NPIC published reports (OAK, MI, IPIR, MS, etc.), target
- briefs, mission coverage plots, and the photo mosaic sheets.
The published reports, the MCP, and the target briefs contain
mission, camera, aﬁd frame numbers but do‘not contain Film
Control Numbers, The prospective requester must, in order to
obtain the Film Control Number, consult the Mission Number/
Control Nuﬁber cross reference 1iéting. The photémosaic sheets
already contain the Film éonfrol Numbers.and therefore preeént_
no problems{
2, Reference Material in the Film Library
>The Film Library reference material consists of master mission
data sheets,lmission film record sheets, all plots publighed by
NPIC (including the‘photomosaic'on 70 mm rolls), and a keyword

index of published reports. The NPIC published plots (except

n
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the photomosaic) and the keyword index contain the mission
and camere number but do not contain Film Control Numbers.
The prospective requester must in order to obtain the Fida
Control Number consult the mission number/control number
cross reference listings. The other reference material in
the Film Library_already contain Film Contro% Numbers.
€. Reports

1. Mission Film Input Report
This is a typewritten report prepared weekly for limited
distribution within NPIC (Sample 6). Film footage 1s deter=-
mined by multiplying the length of each frame of photography

by the number of frames received during the week,

2, Film Usage Report

This is a maehine gencrated listing in Film Control Number

sequence of all film that has been charged out at least once

-

. 4
since its initial receipt at NPIC (Sample 7). The listing

shows not only the Film Control Numbers but dlso the number of
times each can of film has been charged out. This listing is
produced when approximately 30,000 cancelled charge out cards

have been accumulated.
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